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Planning Events  
 

• Two methods of planning 
• Planning meetings 

• Form committees 

• Assign tasks 

• Follow-up meetings 

• Paperwork 

 



Program Planning Form 

Source for form: 

Adult Programming: A Manual for 
Libraries, 1997 

• Include the following: 

• Topic: 

• Organizer: 

• Audience 

• Goals 

• Date and Time of Program 

• Person Responsible for 
Speaker 

• Resources needed 

• Costs 

• Publicity 



Our Way of Planning Events  
 

• We need to do something for??? 
– What sounds like fun? 

– Can we afford it? 

– Who can we solicit for donations? 

– Call the paper! 

– You get these things, I’ll get these.. 

– Did we forget anything? 

– Call the paper! 

– Man, that was FUN! 

 



Always Have a Contingency Plan 

• In the event of rain, always have an event that 
can be done inside. 

 

 

• Smaller scale of outside event- use kids as game 
pieces, use craft foam as board spaces, etc.. 

 

 

• Board games  

 



Googly Eyes 



Quelf 
























